
Need help making 
your information 

‘Easy Read’? 

 

To buy a copy of this 16 page,  
A4 colour Guide or to talk about 

making your information accessible 
please phone or email: 

 
 
 

 01603 789889 

 admin@openingdoors.org.uk 

We have a Guide to help you 

Formerly People First of Norfolk 



-          What is Accessible Information? 
 

-          Why is Accessible Information Needed? 
 

-          How to make information Easy Read: 
 

1.       Summarising the information 
2.       Explaining what you’re writing about 
3.       Simplifying the language 
4.       Explaining difficult words 
5.       Using full words 
6.       Using numbers 
7.       Making numbers as easy to understand as possible 
8.       Using a plain font 
9.       Font size 
10.     Making things stand out 
11.     Line spacing 
12.     Sentences and paragraphs 
13.     Use of space 
14.     Hyphenation 
15.     Positioning of text on the page 
16.     Paper colour 
17.     Use of logos 
18.     Use of photos, drawings or symbols 
19.     Position of photos, drawings or symbols 
20.     How many photos, drawings or symbols to use 
 

-          Where can I get pictures from? 
 
-          Software to produce Easy Read 
 

    -          Customising existing drawings 

What does the 
Easy Read Guide 

cover? 

Cost: £25.00 plus £1.75 P&P (£10.00 plus £1.75 P&P to charities) 


